Easy IEP Additional Services Request Module

How to request an additional service

1. Select “Students”
from the top
green menu bar

EasyiER.......
Log Off | Main Menu | Students | ASR Status | My [

Locate the student in Easy IEP. If
the student is not found in Easy IEP,
contact Amelie Williams at

“Demographic
Information”. Complete
any information that is
not prefilled or
incorrectly prefilled.
7. Click on the arrow next
to “Request”
8. Complete the remainder
of the form information.
9. Create a Final ASR-
Request to submit the
form

StudentID TESTHESTER

School Test School

Campus Person | |

Email | |

[

| } REQUEST FOR SCREENING |

| Create Draft ASR - Request - OT | I Create Final ASR - Request - OT ||

| <<GoBacktoMenu | | Save &Dispiay Errors | | Show Document |

HISD

2. Search for the — Amelie.Williams@houstonisd.org
student by e * for an alternate method to submit
;?:ﬁ?:;a:;em Schook [AlSchoos the request for screening.

First Name” or Stentlostbeme: [ |
“Student ID” StudentFirstName: | |

3. ::lljf;:r:;\s/’l'i‘g Student Middle Name: ‘]m, r—— ]._,
locate the student StudentiD: [ | Adancessident o
in Easy IEP. ey

Go to “Additional Services
Easy_!EE,mm Request”

4 Select Log OF | Wan Menu | Students | ASR Sats ZZI:I?E:D‘E type of ”Additi'onal
“ndditional e you are requesting. If you
Services ADDITIONAL SERVICES REQUEST do not see an options for the type
Request” from of “Additional Service” needed,
the blue menu feaesorGpsiont Ty there may be an open service

5 S:ferc:tt:;et;::‘of S request previou;ly submitted
“Additional T ma k.lng the‘optlon t.o request t.hif,lt
Service” you are service again unavailable. If this is
requesting. e e e g I the case you would see the open

P T —— e
B F—_— i o request document listed in the
table below the “Additional
Service” options.
[Demogepric nfomaton] Review the “Demographic
6. Review the s | = Information”. Complete any

information that is not prefilled or
incorrectly prefilled.

Click on the arrow next to
“Request”

Complete the remainder of the
form information.

Create a Draft ASR-Request to
preview the request information
you are about to submit.

Create a Final ASR-Request to
submit the form
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